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Position Description

Contract Specialist
GS-1102-11

Duties:

Performs pre-award procurement functions that are not well defined or well precedented.
Ensures appropriate funding and required waivers, certifications, approval and compliances have
been obtained for purchase/support requests. Determines instrument type, method of solicitation
or announcement, options and funding determinations, milestone development, and sources to be
solicited/eligible. Develops and issues solicitations with appropriate clauses/terms and
conditions, and with well defined statements of work/areas of interest and award factors.
Participates in evaluating responses to solicitations, including price reasonableness, adequacy of
competition, compliance with solicitation, probability of meeting requirements. Resolves and
disposition contract audit recommendations in a timely manner, while fully protecting the
Government’s interest. Negotiates price, terms, and conditions. Prepares price negotiation
memoranda. Prepares recommendations for awards. Prepares award documentation, including
delineations of responsibilities of contractors/recipients. Serves as point of contact for assigned
actions. (50%)

Administers contracts that are neither well-defined nor well-precedented. Determines milestones
to administer assigned actions. Monitors performance for compliance with terms and conditions
of agreements. Issues task or delivery orders as provided in contracts. Determines extent to
which subcontracting plans comply with regulatory guidelines. Monitors subcontracting for
compliance with plans. Issues consents to sub-agreements. Requests and evaluates proposals.
Performs cost and price analyses. Negotiates proposals and prepares modifications; documents
actions. Serves as point of contact for assigned actions. Resolves and dispositions contract audit
recommendations, in at timely manner, while fully protecting the Government’s interest. (35%)

Analyzes and evaluates cost or pricing data elements to determine price reasonableness when
relevant historical data and pricing precedents are not always available and do not apply directly
Analyzes contractor proposals to determine reasonableness, allowability, and allocability of
costs. Determines appropriateness and reasonableness of proposed labor and overhead rates and
labor escalation factors based on audit reports or other available sources. Documents results of
cost and price analyses and market surveys. Develops cost/pricing data for use in negotiation
sessions. Resolves and dispositions contract audit recommendations in a timely manner, while
fully protecting the Government’s interest. Negotiates cost, price, and related factors. Presents
price information at negotiation sessions. Promotes teamwork and total quality customer
services on a continuing basis. (15%)

Performs other duties as assigned.



Factor 1. Knowledge Level 1-7, 1250 Pts

Comprehensive knowledge of business practices and market conditions so as to evaluate
proposal responsiveness, contractor/recipient responsibility, contractor/recipient performance,
and other wide ranging contract/assistance actions when these actions are not well defined or
well precedented.

Knowledge of basic project planning so as to accomplish contractual/assistance actions.

Comprehensive knowledge of contract price and cost analysis/cost accounting techniques so as
to compile and evaluate price and/or cost data for a variety of pre-award and/or post-award
procurement/assistance activities.

Comprehensive knowledge of negotiation techniques so as to be able to negotiate
procurements/assistance actions for research, extensive services, or complex end items.

Comprehensive knowledge of statutes, regulations and procedures so as to be able to perform
procurement/assistance functions not well defined or well precedented.

Knowledge of a wide variety of contracting/assistance methods and agreement types sufficient to
perform pre-award, post-award, and/or contract price/cost analysis functions when the actions
are not well defined or well precedented.

Factor 2. Supervisory Controls Level 2-4, 450 Pts

The supervisor sets the overall objectives and resources available. The supervisor assigns work.
The employee manages workload deadlines, projects and work to be done. Work is carried out
independently. Completed work is reviewed from an overall standpoint in terms of feasibility,
compatibility with other work, or effectiveness in meeting requirements or expected results.

Factor 3. Guidelines level 3-3, 275 Pts

Guides and precedents require minor adaptation or interpretation to apply to specific actions or
problems.

Factor 4. Complexity Level 4-4, 225 Pts

The work typically involves varied duties requiring many different and unrelated processes and
methods, with full operating competence in the well-established aspects of the
contracting/assistance assignment. Assignments involve planning and carrying out pre-award,
post-award, price/cost analysis, or staff functions containing a variety of complexities. Decisions
are based on analysis of alternatives, adaptation or modification of procedures, or resolution of
incomplete or conflicting technical, program, or contractor/recipient data. The work requires
making many decisions concerning such issues as the interpretation of a considerable amount of
technical data and policy and regulatory information, and the planning and coordination of
procurement activities for the pre-award, post-award, or other functions.



Factor 5. Scope and Effect Level 5-3, 150 Pts

The purpose of the work is to perform a variety of contracting/assistance activities covering a
wide range of research, technical services, supplies, and/or equipment. Effective and timely
procurements enable the serviced organizations to accomplish their various missions.

Factor 6. Personal Contacts Level 6-3, 60 Pts
Contacts are with the contractors/recipient’s officials (e.g., presidents, senior vice-presidents,
contract managers, and comptrollers) and with Government specialists such as auditors, in an

unstructured setting, with the authorities of the parties being identified during communication
process.

Contacts are also with representatives of Small Business Administration, Department of Labor,
higher headquarters, trade associations, and potential contractors/recipients.

Factor 7. Purpose of Contacts level 7-3, 120 Pts

The purpose of contacts with external groups is to conduct conferences, obtain required
information, conduct fact finding, negotiate awards and modifications, and resolve numerous
problems arising during contract administration. The employee must be skillful in dealing with
personnel with highly divergent points of view and must be persuasive in the pre-award and/or
post-award phases of award and administration cycles.

Factor 8. Physical Demands Level 8-1, 5 Pts

Work is primarily sedentary.

Factor 9. Work Environment Level 9-1, 5 Pts

Work is performed in an office setting.

POINT RANGE - 2355-2750
TOTAL POINTS - 2540



